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Private and Confidential 
Addressee Only 
Name 
Address

Address

Address

Date 
Dear name
Extension of probationary period

Further to our meeting(s) on <INSERT DATE>, I am writing to confirm that your probationary period has been extended until <INSERT DATE>. The reasons for this extension, detailed in the attached meeting notes, relate to <INSERT EXAMPLES>. 

This extension is in line with the School’s Probation Policy and Procedure. During the additional period of time your progress will continue to be monitored and you will continue to have regular supervision. I must inform you that should you fail to meet the required standard during this time, your employment may be at risk.

Should you have any questions concerning this matter, please do not hesitate to contact me on the above number. 

Yours sincerely,

<INSERT MANAGER NAME>

<INSERT MANAGER POST TITLE>
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